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Welcome to Cornerstone. This Beginner's Guide consists of 
ten lessons: five on-screen tutorial lessons and five “print- 
based” lessons. In the on-screen tutorial lessons, the 
computer takes you on a guided tour of Cornerstone. For the 
other (print-based) lessons, you will use Cornerstone with a 
Sample Database, which will give you hands-on experience 
with the system. Each “computer-based” lesson is paired 
with the print-based lesson that follows it. 


The Sample Database is an order entry system containing 
three files: 


O Customer 
O Order 
O Part 


The Customer file contains information about companies 
that are customers of the (fictitious) Omnifex Corporation. 
The Order file contains orders from these customers. The 
Part file contains information about each part that Omnifex 
offers for sale. 


The Sample Database has already been defined and contains 
all the data required to use this guide. Working with this 
guide and the Sample Database, you will learn to use many 
of Cornerstone’s features. 
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What You Cornerstone comes with comprehensive documentation for 
Can Read the system. 


The first volume of the Owner’s Handbook contains most of 
the information that you need to use Cornerstone. The 
second volume contains more advanced reference 
information, such as how to use the Backup and Convert 
utilities. It also contains a glossary of Cornerstone terms. 


Your Owner's Handbook will serve as your main reference 
source for Cornerstone once you have completed this guide 
and are using Cornerstone on your own. 
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= You will need a personal computer and the diskettes that What You Need 
came in the package. 

=~ If you have a two-diskette system, you need: 

aa O The Sample Database Copy diskette 
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XO Beginner’s Guide 1 and 2 Copy diskettes 


If you have a hard-disk system, the necessary files will be 
on your hard disk, once you've installed Cornerstone. 


The “Read This First” booklet tells you how to install the 
system. If you haven't installed the system yourself, you 
may want to read the installation procedures to make sure 
that you are ready to go. You may find it useful to put the 
keyboard template in place and have the Quick Reference 
Card handy. | 
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Vi Introduction 


How to Use 
the Computer- 
based Lessons 


Ina few moments you will begin your first computer-based 
lesson. You can proceed at any pace you find comfortable, 
and you can review on-screen information as you wish. 


You will use the computer keyboard to work through the 
computer-based lessons. If you are not familiar with the 
keyboard, consult the keyboard diagram on the Quick 
Reference Card. 3 


How to Move from Frame to Frame 

Most often you will use (SPACE) (the space bar) to move 
through on-screen lessons. Pressing (SPACE) moves you from 
one frame to the next, as if you were turning pages ina 
book. A line at the bottom of the screen will prompt you to 
to press (SPACE) when you are ready to go to the next frame. 


How to Use a Command Key 

Sometimes Cornerstone will ask you to press a command 
key, such as (NEXT) (Tab) or (DONE) (F 9), to perform a 
Cornerstone function. Simply press the command key 
indicated. 


Press the exact keys specified and in the order indicated. ‘Io 
control your path through the guide, the only Cornerstone 
commands available in the computer-based lessons are 
those actually mentioned. You will have ample opportunity 
to use other Cornerstone commands in the print-based 
lessons. 
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How to Enter Information 

You will also be asked to enter information into the 
computer. As you type the information, you may correct any 
mistakes with the (BACKSPACE) key. 


When you are satisfied that the information is correct, press 
the (ENTER) key (sometimes called the “return” key). This 
will move you to the next frame. 
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How to Review Frames 

At the end of every on-screen lesson, there is a Review 
Menu. With this menu, you can review what has been 
presented in the computer-based lessons. » 


Vil 
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How to Interrupt the Computer-based Lesson 
You need not feel that you are a captive audience until a 
lesson is finished. When you wish to interrupt your lesson 


[_J Press the Escape key (Esc). 


[.} When you see the prompt “Are you sure?” type Y 
(for yes) and press (ENTER). 


[_.} When the Review/Exit menu appears, type X to exit. 
This will return you to DOS. 


In certain frames you may find that the Escape key does not 
permit you to exit the lesson. In those instances, proceed to 
a frame that displays the (SPACE) prompt line, and try again. 


(If you press Escape accidentally, when the prompt “Are you 
sure?” appears, simply press (ENTER) to continue with your 
lesson. ) 


Important Keys for Computer-based Lessons 
You will want to remember these important keys during 
your computer-based lessons: 
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Alt at al 


KEY 
Escape (Esc) 


(SPACE) 
(ENTER) 


(BACKSPACE) 


EXPLANATION 


Interrupts your computer-based 
lesson and takes you to the 
Review/ Exit Menu. 


Moves you to the next screen in 
computer-based lessons. 


Enters information into the 
computer. 


Lets you correct mistakes you 
made entering information, before 
you press the (ENTER) key. 
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How to Use 


the Print-based 


Lessons 
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In Lessons 2, 4, 6, 8, and 10 you will use Cornerstone and 
the Sample Database. The text will guide you through a 
series of steps to try out different Cornerstone features. 


7 When you see a hand in the text or margin, it is pointing 
to especially important information. Please read the text 
carefully. = 


[_.J Blue text in this guide indicates steps for you to follow, 
such as entering information or commands. 


Hints on Using the Keyboard 

If you are a speedy typist, Cornerstone may not display the 
characters or words quite as rapidly as you type them in. Be 
patient, Cornerstone will catch up. Take care not to rest 
your hands on the keyboard or particular keys for a long 
period. Cornerstone could interpret this as a series of 
commands, and the result would be unexpected. 
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When you use the Sample Database in the print-based Copying the 
lessons, you will actually modify the contents of the files. If Sample 
you are starting on the tutorial after another user, you will Database 


need to start with a fresh copy of the Sample Database files. 
(Each user needs a clean slate, otherwise the information 
you are asked to enter will already appear in a file. ) If you 
haven’t followed the lessons in sequence, Cornerstone’s 
responses may not correspond to what is printed in this 
guide. If this is confusing, make a new copy of the Sample 
Database, and start over. 
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Two-Diskette System 3 
To copy the files, if you have a two-diskette system: 


(} Place the Sample Database Copy diskette in drive A. 
(Or, use any formatted diskette to create your copy.) 


[.] Place the Sample Database diskette in drive B. 


You can then copy the original distribution Sample Database 
with the DOS command: 


LJ Type: COPY B:*.DBF A: 


Don’t forget to press (ENTER) at the end to enter the 
command. You now have a clean copy of the Sample 
Database to use in the print-based lessons. 


Hard-Disk System | 
‘To copy the files, if you have a hard-disk system: 


[_] Put the Sample Database diskette in drive A. 


[J Enter the command: 3 
COPY A:*.DBF \CORNER\ SAMPLE. 


Now you have a newly-minted copy of the files in your 
SAMPLE directory on the hard disk. 


= When you are ready, begin Lesson 1. =1 
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You are now ready to begin the first lesson of the Beginner's Introduction 
Guide, Lesson 1, which is a computer-based lesson. 

Lesson 1 provides an overview of how Cornerstone 1s 

structured and introduces you to some of Cornerstone’s 

operating procedures. This lesson concentrates on the 

general concepts of Cornerstone that you need to know 

when using the system. When you have finished Lesson 1, 

you should know how to 


O Start Cornerstone from the operating system prompt 
O Interpret the parts of the Cornerstone screen 

CO Relate Cornerstone modes to the tasks they perform 
Oo 


Use the arrow keys, (SPACE), and the (ENTER) key to 
enter Cornerstone commands 


Use the Cornerstone command keys 


a 


O Exit from Cornerstone and return to the operating 
system 
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First Steps Follow the steps to complete the computer-based lesson. 


Step 1 

Turn on your computer and boot DOS. This should cause 
the DOS prompt ( A) ) on a two-diskette computer or ( C) ) 
on a hard-disk computer to appear. 

Step 2 


Hard-disk: Change your current directory to the 
Cornerstone directory (if necessary) with the DOS 
command: CD \ CORNER 


Two-diskette: Insert Beginner’s Guide 1 Copy diskette 
into drive A. 


Step 3 
Enter the DOS command: LESSON 1 


In several seconds the computer-based main menu screen 
will appear. 
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Step 4 


SS 


To start the lesson, press 1 and follow the instructions that 
appear on the screen. 


= When you have completed Lesson 1, continue with 
Lesson 2. = | 
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In Lesson 1, you were introduced to the Cornerstone Introduction 
system. You learned how Cornerstone uses different areas 

of the screen to communicate with you and display your 

information. You also learned how to enter Cornerstone 

commands and how to move from record to record in 

View mode. 


In this lesson, you'll practice using Cornerstone. You will 


use View mode to display the records in the Customer file 
and you will learn how to change the format of the display. 
When you complete this lesson, you will know how to 


O Start Cornerstone from the DOS command line and 
exit from Cornerstone 


O Use View mode to SRE the records in a file in your 
database 


O Use the DETAILED command in View mode to display 
all or some of the attributes of your records 


O Use the COLUMN command in View mode to display the 
attributes in column format 


O Save formats in View mode for later use 


O Restore formats you previously saved 
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Relationships 

One of Cornerstone’s most powerful features is that it lets 
you define relationships, which allow information to be 
shared among the files in your database. Although you may 
have several files in your database that contain the same 
information, the common information actually resides in only 
one place. As a result, your database is easier to maintain 
because you only have to enter (and update) the data in 

one place. 


For example, as in the figure below, the Sample Database 
contains one file, Customer, with Name, Street, City, State, 
Area Code, and Phone, and another file, Order, with 

Order No, Name, Street, City, State, Terms, and Order Date. 
The two attributes Customer. Name and Order, Name are 
used to define the relationship between the two files. The 
address elements ‘Street, City, and State are stored only in 
the Customer file. Cornerstone derives Street, City, and 
State in the Order file by looking up this information in the 
Customer file. When you update the address in the Customer 
file, Cornerstone automatically updates it in the Order file as 
well. You need only enter the address once, in the Customer 
file. | 
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Starting Now it’s time to use Cornerstone. Throughout this guide, 
Cornerstone you will use the Sample Database. 


Starting Cornerstone on a Two-Diskette System 

To start Cornerstone on a two-diskette system, boot the 
system and get to the DOS prompt (A) ). Insert the Sample 
Database Copy diskette into drive A and insert the 
Cornerstone diskette into drive B. Then enter the DOS 
command: 


LJ A) CORNER 


[> | c= As you read this Beginner’s Guide, remember that the 
commands and information you should enter are printed 
in blue. = : 
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Starting Cornerstone on a Hard-Disk System 

To start Cornerstone on a hard-disk system, boot the 
system and get to the DOS prompt ( C)). (If you don’t see 
the C), type the DOS command C: and then press (ENTER). ) 
Change the current directory to the Cornerstone system 
directory with the DOS command: 


-{ C)CD \ CORNER 


To run the system with the Sample Database, enter the 
DOS command: 


Lj C) CORNER SAMPLE 


After Cornerstone starts up, you will see the Cornerstone 
sign-on screen, like the one below. 
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Cornerstone 
Initial Mode 


When you see the Cornerstone screen above, you are in 
Initial mode. 
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The menu window indicates the choices available in Initial 
mode. 


O VIEW 

O DEFINE 
CUSTOMIZE 
DELETE 
UTILITIES 
NEW-RECORD 
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EXIT 


To see what each of these choices means, you can use 
another feature of Cornerstone: the (HELP) key (F1). 
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The (HELP) Key 

If you ever are uncertain about what action to take next, or 
how to perform a Cornerstone function, press the (HELP) key 
(F1). Cornerstone will display a message indicating what 
your current situation is and what reasonable actions you 


might take. 


[} Press the (HELP) key (F1) now. 


The message will look something like the screen displayed 
here. : | 


Cornerston 
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The message indicates that you are in Initial mode and that 
you can enter other modes from here. Next, the message 
describes each of the choices. 


To obtain a more detailed explanation about any of the 
choices, highlight the choice in the menu window and press 
(HELP) again. For example, to learn more about the VIEW 
command, 


_j Press the (ARROW-RIGHT) key to highlight VIEW in the 
menu window. 


_j Press (HELP) (F1). 


The message will look something like the screen below. 
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[.] Press (ENTER) to remove the Help information 
from the screen. 


[.] Use the arrow keys and the (HELP) key (F1) to see more 
about each of the choices available in Initial mode. 


Later, whenever you see a menu choice or other function of 
the system that you are unfamiliar with, you can use the 
(HELP) key to learn more about it. | 


Error Messages . 

Cornerstone uses the top line of the screen to display error 
messages. ‘hese error messages describe your current 
situation and, when possible, suggest courses of action that 
you may take to alleviate the error condition. To illustrate 
this, 


[.] Press the (DONE) key (F9). 


Cornerstone displays an error message on the first line of 
the screen. The message indicates that (DONE) is not a valid 
command to enter at this time. To obtain additional 
information about the error | 


[J Press (HELP) (F1). 


Now the system describes the error in more detail and 
provides a suggestion for correcting the error. 
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Now let’s begin using Cornerstone. The first step is to look’ 
at the records in the Customer file in View mode. 


In Lesson 1 you learned that there are two ways to enter 
Cornerstone commands: (1) you can use the arrow keys to 
select a choice or (2) you can type all or part of the 
command on the command line. This time, use the second 
technique to enter View mode. 

_j Type: V 

on the command line in upper or lower case. 

The choice VIEW is now highlighted in the menu window and 
all of the other choices have disappeared. ~ 


[J Press the (BACKSPACE) key. 
The V disappears and the original menu returns. 


As you type on the command line, Cornerstone tries to 
make your job easier by highlighting the choice you are 
entering as you enter it. Whenever a choice is highlighted in 
the menu window, you can press (SPACE) to select it. 
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LJ Type: V 


[J Press (SPACE). 


VIEW appears in the command line just as it did when you 
selected it with the arrow keys in Lesson 1. 


The menu window lists the files in the Sample Database and 
the prompt line asks you to select the file you want to view. 
‘To view the Customer file, 


LJ Type: C 


[J Press (SPACE). 


CUSTOMER appears in the command line. The prompt line 
indicates that the command line is now complete and that 
you should press the (ENTER) key to execute the command. 


[_} Press (ENTER). 


RATATAT aaa 


ee 


The symbol [ok] appears on the command line to indicate 
that Cornerstone has accepted the command line and is 
executing it. After a few seconds, the system displays 

records from the Customer file. Your display should look like 


the screen below. 
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View Mode 

The first several records from the Customer file are now in 
the data area. Cornerstone displays only the first attribute 
of the file, Name. This is the default display format for this 
file. (Owner's Handbook I explains how you can change the 
default format. ) 


In Lesson 1 you learned to move the record cursor in View 
mode with Cornerstone command keys. Practice using the 
command keys to move the record cursor around the 
records in the file. Try each of the following keys to see how 
they move the cursor: 
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CORNERSTONE COMMAND KEY EQUIVALENT PC KEY 


(NEXT) Tab 
(PREVIOUS) Shift-Tab 
(FIRST) Home 
(LAST) | End 


at 


As you experimented with the keys, did you press the arrow 
keys? If you did, you saw that they do not affect the record 
display, but move the menu cursor in the menu window. 
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The Detailed View 

At times, you may want to see more than just the first 
attribute of each record. For a detailed view of the records, 
use the DETAILED command in the View mode menu. 


LJ Type: D 


[.} Press (SPACE). 


DETAILED appears in the command line and you have the 
choice of displaying all of the attributes or just some of them. 
ALL-ATTRIBUTES Is highlighted in the menu, even though you 
haven’t typed anything. It is the default choice for this menu 
in View mode. 


Some Cornerstone menus contain a default option. The 
default option is automatically highlighted when the menu is 
displayed. Therefore, to select the default choice, all you 
have to do is press (SPACE). In fact, since this is the last 
choice you must make to complete the command line, you 
can simply | 


[J Press (ENTER). 


Again the symbol [ok] indicates that Cornerstone has 
accepted the command. The data area clears and the 
records reappear. This time all of the attributes are 
displayed. 
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The record cursor has changed from a square to a vertical 
bar, as shown in the figure below. An angle bracket () ) 
appears in the bar atthe beginning and end of the record. 
That is the way Cornerstone indicates the current record 
(the one the system is ready to work on), and where it 


begins and ends. 
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Again, use the command keys to move around the display. 
Use all of the keys you used with the default format, and add 
these: 


CORNERSTONE COMMAND KEY | EQUIVALENT PC KEY 


(PAGE-BACKWARD) PgUp 
(PAGE-FORWARD) PgDn 
(SCROLL-BACKWARD) Ctrl-PgUp 
(SCROLL-FORWARD) Ctrl-PgDn 


After you have practiced using the command keys, move the 
record cursor back to the first record in the file. 


[_.} Press (FIRST) (Home). 
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Viewing Some Attributes 

Displaying all of the attributes of a file can create a 
somewhat complex display. You may be interested in seeing 
only some of the attributes of the file. In this case 1t makes 
sense to display only a few attributes. 


Jj Type: D 
[.} Press (SPACE). 


DETAILED appears on the command line and the menu shows 
the current choices. 


Lj Type: S 
[.} Press (SPACE). 


SOME-ATTRIBUTES appears on the command line and the 
system prompts you to select an attribute. 
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In the menu window, you see several of the attributes of the 


Customer file. After the last attribute, EXT, you see an 
ellipsis (...). 
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This indicates that there are more choices following in the 
menu. | 


J Press the (ARROW-RIGHT) key five times to highlight the 
attribute EXT. 


_}| Then press (ARROW-RIGHT) again. 
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Additional attribute names appear. Notice that an ellipsis 
precedes the first attribute in the menu and also follows the 
last attribute in the menu. 


This means that the menu extends in both directions. 
Whenever you see the ellipsis, you can use the arrow keys 
to move the choices into and out of the menu window. 


Ve 
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Of course, if you know the first letter of an attribute, you 
can type that letter. Then, only those attributes starting 
with that letter will be displayed in the menu window. 
For example: 


LJ Type: T 


The attributes TERMS, TOTAL_PURCHASES, and 
TOTAL_UNITS are displayed. 


[Jj Type: E 


Since this uniquely identifies the attribute TERMS, that 
attribute is highlighted and is the only one displayed in the 
menu window. 


[.} Press (BACKSPACE) twice to return to the full 
attribute menu. 


To view all of the attributes that can be chosen, press the 
(OPTIONS) key (F5). The (OPTIONS) key always shows you 
what your choices are. 


[_} Now press (OPTIONS) (F5). 


The menu window expands to display all the attributes of 
the Customer file. 
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Tod see how the DETAILED SOME-ATTRIBUTES Command 
works, 


[] Select NAME, STREET, CITY, STATE, and 
NUMBER_OF_ORDERS. 
Remember to press (SPACE) after you select each 
attribute. 


[.} Once you have selected the attributes you want, 
press (ENTER). 


The resulting display should look like the one in the screen 
below. (Press (FIRST) (Home) if necessary to position the 
record cursor at the first record. ) 
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Experiment with the command keys some more to see how 
they affect the display now: 


CORNERSTONE COMMAND KEY EQUIVALENT PC KEY 


(NEXT) Tab 
(PREVIOUS) Shift-Tab- 
(FIRST) Home 
(LAST) Wy End 
(PAGE-BACKWARD) PgUp 
(PAGE-FORWARD) PgDn 
(SCROLL-BACKWARD) Ctrl-PgUp 


(SCROLL-FORWARD) Ctrl-PgDn 
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Saving a Format 

Suppose you like this particular format and would like to use 
it regularly. Cornerstone allows you to save this format, and 
any other formats you use frequently, for use again in the 
future. | 


_jJ Type: SA 
[J Press (SPACE). 


Cornerstone now asks what you want to save. Since you're 
saving a format, 


LI Type: F 
__] Press (SPACE) again. 


Cornerstone now asks for a name for the format. You can 
type in any name you wish (the name must not contain any 
spaces). 


CL} Type: NUM_ORDERS 


(| Press (ENTER) and Cornerstone saves the format for you. 


You'll see how to use this format later in this lesson. 


ada aa aa a aa a 


34 Viewing Records 


The Column Format 

The detailed display shows all of the attributes that you want 
to see, but the format in which they are displayed may not be 
what you want. Cornerstone allows you to display the 
attributes of the records in columns. 


[J Type: C 


[_} Press (SPACE). 


This is the beginning of the COLUMN command. Just as with 
the DETAILED command, you are now prompted to select the 
attributes you want to see. Enter the same attributes you 
entered in the detailed display. 


[__.} Select NAME, STREET, CITY, STATE, and 
NUMBER_OF_ORDERS. 


[| Press (ENTER). 


Your display should look like the screen below. (Press (FIRST) 
if necessary to position the record cursor at the first 
record.) The display now shows the attributes in column 
format. The heading indicates the attribute name. When the 
value of an attribute is longer than the space allotted, the 

_ value wraps around to the next line of the display. 


VIEW CUSTOMER 
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Using a Saved Format 
Suppose that you decide you really like the format you saved 
better than this column format. 


The USE command recalls saved formats and enables you to 
use the format you developed earlier. 


J Type: US 
Lj Press (SPACE). 


Cornerstone asks you what you wish to use. Since you want 
to use a format, 


Lj Type: F 
[.] Press (SPACE). 


Cornerstone then prompts you to select the format you 
want to use. The format NUM_ORDERS appears in the menu 
window. 
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J Type: NU 7 
to identify the format uniquely. 


[_] Press (ENTER) to execute the command. 


Cornerstone reminds you that the current format has not 
been saved and asks you if you really want to replace it. 
(Cornerstone always tries to keep you from making a 
careless error. ) 


In this case, you want to replace the current format. 
LJ Type: Y | 
[J Press (ENTER). 


Cornerstone restores the format you saved earlier. Later in 
this guide you will learn to develop and save complex formats. 
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Exiting from the System 

It’s time to take a break now and exit from Cornerstone. 
Since you can only exit from Cornerstone in Initial mode, 
you must return there. There are two ways to return to 
Initial mode. In the menu window one of the choices in View 
mode is ALL-DONE. Selecting ALL-DONE from any menu will 
return Cornerstone to Initial mode. 


Or you can leave the current mode by pressing the (DONE) 
key (F9). This returns you to the prior mode. In this case, 
the prior mode is Initial mode. 


Return now to Initial mode. 

LJ Type: A 

[_.} Press (SPACE) to select ALL-DONE. 

(| Press (ENTER) to return to Initial mode. | 
Now exit from the system. 

J Type: E 

[| Press (SPACE) to select EXIT. 


[| Press (ENTER) to exit from Cornerstone. 


{= | c= Always exit Cornerstone by returning to Initial Mode and 
then selecting ExIT from the Initial mode menu. If you do not 
exit Cornerstone in this way, you may lose data or cause 
damage to your database. = 
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You began this lesson with a brief introduction to database 
concepts and Cornerstone. You also learned about some of 
the typical ways of using Cornerstone to display information. 


This lesson provided you with your first opportunity to use 
Cornerstone. You started Cornerstone using the Sample 
Database supplied with the system. You used the (HELP) key 
to learn about the different modes of Cornerstone that can 
be reached from Initial mode. 


You also entered View mode and saw three different ways to 
display data: | 

O The DETAILED ALL-ATTRIBUTES format 

O The DETAILED SOME-ATTRIBUTES format 

O The COLUMN format 


Finally, you learned how to return to Initial mode and to exit 
from Cornerstone. 


In Lesson 3, you'll learn how to create new records in 
Cornerstone. You'll also learn about the automatic editing 
features of Cornerstone and how they help you enter data 
quickly and accurately. 1 


r= Please continue with Lesson 3. = 


Summary 
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Lesson 3 presents information on how to enter data in Introduction 
Cornerstone. The lesson shows you how to enter attribute 
values in Edit mode and demonstrates the power provided 
by Cornerstone when used in a data entry environment. 


After completing this lesson, you will know how to 
O Get into Update mode from Initial mode 
O Enter string, number, and date values 


O Enter values for attributes that are restricted to values 
from other files, using the (OPTIONS) key for assistance 


O Work with initial values and derived attributes 
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First Steps Follow the steps to complete the computer-based lesson. 


1G 2 aaa salir paler apee eke mtaala tes 
Turn on your computer and boot DOS. This should cause 

the DOS prompt ( A) ) on a two-diskette computer or ( C) ) 
on a hard-disk computer to appear. 

Step 2 


Hard-disk: Change your current directory to the 
Cornerstone system directory (if necessary) with the 
DOS command: CD \ CORNER 


Two-diskette: Insert Beginner’s Guide 1 Copy diskette 
into drive A. | 


Step 3 
Enter the DOS command: LESSON 3 


In several seconds the computer-based main menu screen 
will appear. 
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Step 4 | 


To start the lesson, press 3 and follow the instructions that 
appear on the screen. oe 


= When you have completed Lesson 3, continue with 
7 Lesson 4. = 
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Introduction 


Creating New 
Records 


Updating 
Existing 
Records 


Summary 
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In Lesson 3 you saw how Cornerstone makes data entry Introduction 
both accurate and easy. In this lesson, you'll see how to add 

records to a file and how to change existing records. You'll 

also learn how to delete records from the Sample Database 

file. When you’ve completed the lesson you'll know how to 


O Create anew Customer record and a new Order record 


O Update and delete Order and Customer records 
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Creating New In Lesson 3, you saw how records can be added to the Order 

Records file. To practice adding some records in the Sample 
Database, make sure that you are in the correct directory to 
access the Sample Database and start Cornerstone. If you 
have any trouble, refer back to Lesson 2. 


rm 


Begin by adding a new Customer record. ‘To do this, once 
you are in Initial mode, 


LJ Type: V 
and press (SPACE) to select VIEW. 


Lj Type: C 
and press (SPACE) to select CUSTOMER. 


[_.} Press (ENTER) to execute the command. 
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You are now in View mode. To create a new record, 
Lj Type: U 
[__] Press (SPACE) to select UPDATE. 

Cornerstone asks which records you wish to update. 
J Type: N 
[j Press (SPACE) to select NEW-RECORD. 


_.] Press (ENTER) to execute the command. 
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You are now in Edit mode. In Edit mode, you enter or 
modify information by filling out a form. 


2 
_2 
a 
a 
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The top status line shows the following information: 


O You are in Edit mode. 


uk) 


O The cursor is in the Name field. The top status line 
indicates the name of the current field. 


O The Name field takes string values. Every 
Cornerstone attribute has a data type. The data type 
determines what kind of information you can enter for 
that attribute. A string attribute is a sequence of 
characters consisting of any letters, numbers, and 
punctuation. 


O Cornerstone is currently in overstrike (OVS) type-in 
style. In overstrike type-in style, the characters you 
type replace any existing character at the cursor 
position. In insert (INS) type-in style, characters you 
type are inserted at the cursor position, and any 
characters to the right of the cursor move one 
character to the right. 
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Forms 

The data area of your screen shows a form for entering 
information about the new customer. You fill out a form 
whenever you enter or change data in a file. 


Forms contain field names and field areas into which you 
enter data. The current field name, Name, is highlighted, 
and contains a cursor. on 


Moving About a Form 
There are several Cornerstone command keys that can be 
used to move the cursor in a form. 


O The (Next) key (Tab) can be used to move to the next 
field to be edited. 


[] Press (NEXT) (Tab) until you reach the bottom of the 
form. 


You may have noticed that when you reached Notes, pressing 
(NEXT) again brought you back to the top of the form. You 
could not move the cursor to any of the last three fields. This 

— is because these fields are derived from the Order file and 
you cannot edit them directly. 


O The (previous) key (Shift-Tab) moves the cursor to the 
previous field. 

O The (First) key (Home) moves the cursor to the first 
editable field in the form. 


O The (Last) key (End) moves the cursor to the last 
editable field in the form. 


rm rm ee ee mom om mom oo 


Updating Records 


i 


Practice moving about the form using the command keys 
described above until you become familiar with how they all 
work. When you are ready to continue, 


[__] Press (FIRST) to move the cursor to the first field 
on the form. 


Your screen should now look like the screen below. 
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Entering Values 
‘To enter a value in the form, just type it in the appropriate 
field. These keys are helpful when editing data: 


O The (BACKSPACE) key erases the character to the left of 
the cursor. 


O The (DELETE-CHARACTER) key (Del) erases the 
character under the cursor. 


O Arrow keys move the cursor left, right, up, and down. 
O ‘The (INSERT/OVERSTRIKE) key (Ins) switches between 
overstrike and insert type-in styles. 


Let’s practice entering values in a form. 
LJ Type in the name of your company in the Name field. 


[.} Press (ENTER). 


(> | ce Youcan use (NEXT), (ENTER), or the arrow keys to move to 
the next field when you have finished entering information in 
the current field. When you are first entering information in 
a new form, press (ENTER) after you type each value. = 
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Practice with the Cornerstone command keys described 
above to see how they function. When you are ready to 
continue, delete any values you have typed in the form (use 
CTRL-K) and return the cursor to the Name field. 


Entering new values over existing values may result in extra 
characters in the field. For example, if you replace 


[J NAME: The ARNOLD Group 
with a shorter name like 
_.j ARBEN CO 
the result would be 
_j NAME: ARBEN COLD Group 
You can erase the remaining characters with 
CL) CTRL-K 


when the cursor is at the end of the new entry. You can also 
just press (SPACE) repeatedly to erase the extra characters 
(when the type-in style is overstrike). 
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Creating a Customer Record 

Now practice adding a new customer. The cursor should be 
in the Name field. The Name field in the Sample Database 
Customer file has been defined as a mandatory field. This 
means that you must provide a name for each new customer 
added to the Customer file. 


[J Press (DONE) (F9) without entering a name to see how 
Cornerstone responds. 


The system responds with an error message indicating that 
Name is a mandatory field. The mandatory constraint is one 
of many constraints that you can define for an attribute. 


Remember, if you are ever unsure why you got an error 
message, you can press (HELP) for a more detailed 
explanation. 


J Press (HELP) (F1). 


[.} After reading the message, press (ENTER) to 
restore the display. 
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Enter the name and address of the new customer as shown 
below. Use the editing keys discussed earlier as needed, and 
remember to use the (ENTER) key after completing each field 
to move on to the next field. Enter this information now: 


[_.} Name: Arlington Auto Parts 
Street: 65 Fernwood Drive 
City: Newton 
State: MA 
Zip: 02210-1386 
Area Code: 617 
Phone: 266-5555 


(There is no extension, Ext, for the new customer. ) 


_.} Press the (ENTER) key to move the cursor to 
the Contacts field. 
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There are two contacts at the new customer, John Oliver and 
Bull Scott. 


J Type: John Oliver 


aie [J Press (ENTER). 
(Do not press (NEXT) (Tab).) 


Cornerstone accepts the name and inserts a blank line. The 
Contacts attribute has been defined to be multt-valued. 
Multi-valued attributes allow you to enter more than one 
value for the attribute. In this case, John Oliver is the 

first value. 


(oe in multi-valued fields, you must press (ENTER) for 
Cornerstone to make room for another value. If you press 
(NEXT) instead, Cornerstone will move the cursor to the 
next field. = | 
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LJ Type: Bill Scott 


[j} Press (ENTER). 


Cornerstone accepts the name and again inserts a blank line 
for the next contact. You can continue to enter as many 
contacts as necessary. 


Since there are no further contacts at Arlington Auto Parts, 
[.} Press (ENTER). 


Cornerstone deletes the blank line that was inserted and 
moves to the next field, 7erms. 


The Terms field has an iitial value of NET30. Since the 
cursor has stopped on the field, however, you can change the 
initial value if you desire. Most of the customers get terms 
of NET30, so this was defined as the initial value of the 
attribute to save time during data entry. 
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Terms is an enumerated attribute. When you define an 
enumerated attribute, you specify a list of valid values that 
the attribute can take. When you are entering values for 
an enumerated attribute, you can enter only one of the 
values on the list. To see what values are acceptable for the 
Terms field in the Sample Database, 


[_} Press the (OPTIONS) key (F5). 


The Options display shows that there are six possible terms 
for the new customer. ‘To see what happens when you enter 
a value that is not on the list, 


[J Type: NET10 


[_.} Press (ENTER). 


Cornerstone displays an error message and indicates that 
this is not one of the acceptable values for the attribute. 
Only values defined for the attribute can be entered for an 
enumerated attribute. 
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Assuming that the customer is a new store, specify CASH as 
your terms. 


[_] Type: cash | | | 
(You can type upper or lower case.) 


[.} Use CTRL-K (or (SPACE)) to delete the rest 
of the previous entry. 


(J Press (ENTER). 


Cornerstone converts your entry to uppercase if necessary, 
and then goes on to the next field. 


Discount also has an initial value. Assume you want to give 
the new customer a five per cent discount. 


[__.} Type: five per cent 


(] Press (ENTER). 


Cornerstone again tells you that this is an invalid value. The 
data type for the Discount attribute is a number. Only digits 
(and a decimal point) are allowed in number attributes. 
Re-enter the value for Discount. 


Jj Type: .05 


(J Clear the rest of the value and press (ENTER) or 
-(NEXT) (Tab). 


The final field you will enter is Notes. This field is used to 
store any information you want about the customer. Itisa 
multi-valued attribute so that you can enter several notes. 
Each value can contain up to 255 characters (approximately 
the size of one short paragraph). If you need more room, Just 
press (ENTER) to create another value. This gives you the 
ability to store a great deal of information about the 
customer if you need to. 


& 
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One of the strengths of Cornerstone is that no disk storage 
space is allocated to the notes attribute in the file until you 
type in information. And then only the space needed is used. 


Since this is a new customer, indicate that in your notes. 


[__j Type: New customer—will require CASH terms until 
credit has been established. 


[j} Press (ENTER). 


[Jj Press (ENTER) again to indicate that there are no more 
values to enter. 


This is the last editable field in the form, so Cornerstone 
leaves Edit mode and asks you if you want to enter another 
new customer. (You could do this by pressing (ENTER). ) In 
this example, since you do not want to create another 
customer record, ; 


LJ Type: N 
to select NO. 


_} Press (ENTER). 


LJ Type: A 
to select ALL-DONE. 


[.} Press (ENTER) to return to Initial mode. 
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Creating an Order Record __ 
Now you can create an Order record for your new customer. 


Earlier in this lesson, you created a new record by going 


from View mode to Update mode. Cornerstone also 
provides the ability to create new records directly from 


Initial mode. 
LJ Type: N 
_.} Press (SPACE) to select NEW-RECORD. 
LJ Type: O 
[} Press (SPACE) to select ORDER. 


_} Press (ENTER) to execute the command. 
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ORDER NO 


The screen doesn’t look like the screen used to create the 
order in Lesson 3. The form you see here is in the default 
format for Update mode. It is the same as the DETAILED 
ALL-ATTRIBUTES form used in View mode. 
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As you learned in Lesson 3, Cornerstone provides a unique 
integer as an initial value for Order No. As with any initial 
value, however, you can change it if you want to. Since you 
do not want to change the initial value, 


[_.} Press (ENTER) to continue. 


The value for the Name field must be a name in the 
Customer file. To see the list of acceptable names contained 
in the customer file, make sure that the Name field 1s 
highlighted and then 


[_} Press (OPTIONS) (F5). 
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The possible names are displayed. The scrolling keys can be 
used to display additional names. ‘To enter an order for the 
company you just added, Arlington Auto Parts, 


LJ Type: A 

_.} Press (ENTER). 
Since the letter A uniquely identifies the customer, 
Cornerstone retrieves the full name and address from the 


Customer file. The values for the fields of the address in the 
Order file are derived from the C ustomer file. 
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Now, scroll to the bottom of the form. 


__} Press (PAGE-FORWARD) (PgDn). 


The attributes Order Date and Order Time are inttialized to 


the current date and time. With the cursor at the beginning 
of the Order Date field, 


[.} Press (OPTIONS) (F5) to see how to enter a date. 


Now enter a new date. 
LJ Type: yesterday 


[_.} Press CTRL-K (or (SPACE) several times) to clear the rest 
of the previous value. 


[J Press (ENTER). 


Cornerstone changes the date to yesterday’s date. This is 
only one of many ways to enter dates in Cornerstone. Your 
Cornerstone Owner’s Handbook gives you more information 
on entering dates. 


Experiment with different ways of entering date 
information. (Try entering “last Wednesday.”) When you're 
ready to go on, 


= 
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Lj] Type: today 


(} Press (ENTER) to change the date back to today’s date. 


You can also change the time. 
Ld Type: 4 am 


(J Press (ENTER) to change the time of the order. 


_j Then press (PREVIOUS) (Shift-Tab) to return to the Order 
Time field. 


To change the time back to the current time, 
_jJ Type: now 


_] Press CTRL-K (or (SPACE) several times) to clear the rest 
of the field. 


g Press (ENTER). 


Your Cornerstone Owner’s Handbook also describes the 
different ways to enter times. 
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The initial value for the 7erms field for Arlington Auto Parts 
is CASH. Terms is an enumerated attribute, so if you decide 
to change the terms, you must enter an acceptable value. 


[.] Press (OPTIONS) (F5) to see what is available. 
LJ Type: net30 
[.] Press (ENTER) to change the terms for this order. 


The initial value for the Terms attribute in the Customer file 
is not affected. For all future orders, the initial value for 
Terms will still be CASH. 


The discount for Arlington Auto Parts has also been 
obtained from the Customer file. Do not change the 
discount. 


[.] Press (ENTER). 


[J Press (SCROLL-FORWARD) (Ctrl-PgDn) four times to 
_ display the rest of the form. 


Line items are entered as a series of subrecords, which are 
nothing more than repeating groups of fields. When the 
Order file was defined, the subrecord for line items was also 
defined. 
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The Part Number is restricted to part numbers that are 
defined in the Part file. 


[.} Press (OPTIONS) (F5) to see some of the part numbers in 
the file. 


LJ Type: J-1126 
[__} Press (ENTER) to identify the first part. 


Cornerstone confirms the part number, and obtains the list 
price and description from the record for that part in the 
Part file. 


Next, enter the quantity ordered. 
_j Type: 12 
[| Press (ENTER). 


Cornerstone multiplies the quantity by the list price to 
determine the total price for the part (60 in this example). 
The cursor then moves to the list price field. You can change 
the list price if you wish. 


To change the list price to $4.85, 
LJ Type: 4.85 


[| Press (ENTER). 
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Cornerstone recomputes the total price for you and inserts a 
new line for you to enter another line item. Cornerstone has 
also computed the number of line ttems, total price for the 
order, the total quantity ordered, and the total price after 
the discount is applied. 


[J Press (SCROLL-FORWARD) (Ctrl-PgDn) twice. 


[J For the next line item, 
type: J-2126 
for the part number. 


[J Press (ENTER). 


[J Type: 18 
for the quantity. 


[.} Press (ENTER). (Don’t change the list price.) 


[.} Press (ENTER). 


Cornerstone recomputes all of the fields affected by the line 
item once it is complete. Since you pressed (ENTER), 
Cornerstone assumes that you have another line item. 


[| Press (DONE) (F9) to complete the order. 
Cornerstone asks if you want to create another record. 

[Jj Type: N 

[_] Press (ENTER). 


Lj Type: A 
to select ALL-DONE. 


J Press (ENTER) to return to Initial mode. 
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Adding new records is only part of the job of keeping your Updating 
database files current. You will also need to change data in Existing 
records and delete records when necessary. Records 


Changing Data in a Record 
Updating records in the database is very much like creating 
new records. First you enter View mode with the Order file. 


_} Press (ENTER). 


Lj Type: U 


(J Press (SPACE) to select UPDATE from the menu. 
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— 3; _] Enter the command line: VIEW ORDER 
nag : 
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The menu now displays the updating options. (You could 
press (HELP) to display an explanation of the options. ) 


O NEW-RECORD. Creates a new record. This option is the 
same as selecting NEW-RECORD in Initial mode. 


OC CURRENT-RECORD. Updates the current record. This 
option allows you to update the record next to the 
current record cursor. 


O at. Updates all the records. This option allows you to 
change all or many of the records. After you finish 
updating each record, pressing (NEXT) displays the next 
record in the file for updating. 


FLAGGED. Updates all flagged records. This option 
allows you to update only a few records. You first flag 
those records to be updated, and then select this option. 


O UNFLAGGED. Updates all unflagged records. This 
option allows you to update all but a few records in the 
file. You first flag the records you don’t want to update, 
and then select this option. 
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Flagging records is easy. 
(.1 Press (CANCEL) (Esc) to erase the command line. 


gj Press (FLAG/UNFLAG) (F7). 


An F appears in the current record cursor indicating that the 
record has been flagged. 


[_.} Press (NEXT) (Tab). 
Notice that the F does not move. 
‘To unflag the record, 


[_] Move the current record cursor back to the flagged 
record. 


(J Press (FLAG/UNFLAG) again. 


Pressing (FLAG/UNFLAG) while the cursor is on a flagged - 
record unflags it. 
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Suppose you want to change the list price of part J-2126 in 
the order you just completed from $5.00 to $4.75. Since the 
order you want to update was the last order entered, 


kl 
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[.} Press (LAST) (End). 

Jj Type: U 

[.} Press (SPACE) to select UPDATE. 

LJ Type: C | 

[| Press (SPACE) to select CURRENT-RECORD. 


[J] Press (ENTER) to execute the command. 


When the record is displayed, Cornerstone waits for another 
command. In the menu window EDIT is highlighted. 
Cornerstone assumes that you want to edit the record you 
are updating, so EDIT is the default menu choice. 


(J Press (ENTER) to confirm this. 
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Cornerstone enters Edit mode. You can now edit the record 
using the same editing techniques you learned for adding 
records. 


[_] Press (PAGE-FORWARD) (PgDn) to display the bottom of 
the order form. 


[J Press (NEXT) (Tab) to move the data cursor to the list 
price for part J-2126. , 


LJ Type over the price: $4.75 


[J Press (ENTER). 


Cornerstone updates the list price and recalculates the total 
price for the part, total price for the order before the 
discount, and total price for the order after the discount. 


[_.} Press (DONE) (F9). 


You have now returned to the Update mode menu, where 
you can select other functions to perform. 
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Deleting Records 
You can delete the current record with the DELETE 
command. 
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[| Select DELETE and then CURRENT-RECORD to delete the 
order from Arlington Auto Parts. 
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_] Press (ENTER). 


J Press (DONE) (F9) to try to leave Update mode. 


Cornerstone tells you that it will delete the record when you 
leave Update mode and asks you to confirm that this is what 
you really want to do. Suppose you want to keep the record. 


LJ Type: N 
to prevent the deletion. — 


! 
Y 
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[J Press (ENTER). 


You return to Update mode where you see the record 
displayed. Note the top status line tells you the record is 
marked to be DELETED. 
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Undeleting Records | 

The UNDELETE command cancels the request to delete a 
record. ‘Io leave Update mode with the record intact, you 
must use the UNDELETE command. 


[.J Select UNDELETE and then CURRENT-RECORD. 


[J Press (ENTER). 


The record will not be deleted when you leave Update 
mode. 


Leaving Update Mode 

You can leave Update mode in one of two ways. The (DONE) 
key returns you to View mode. The ALL-DONE command 
returns you all the way to Initial mode. How you choose to 
leave is up to you, and depends on what you are planning 
to do next. 


Since you're about to complete this lesson, 
[_} Select ALL-DONE to return to Initial mode. 
[.} Press (ENTER). 
[_} Select EXIT to exit from Cornerstone. 


[.} Press (ENTER). This returns you to the DOS prompt. 
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In this lesson, you learned how to add records to Summary 
Cornerstone files. You added both a Customer and an Order 
record. Along the way you learned how to 


O Enter information into forms (Edit mode) 


1} ) a i = i ai th, 
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O Enter the different Cornerstone data types, such as 
string, enumerated, number, date, and time 


O Enter information for attributes with constraints 


Next, you learned about Update mode: how to change the 
data in a record, and how to delete and undelete records. 


Lesson 5 presents another of Cornerstone’s major features: 
selecting records in the file. You'll learn to select subsets of 
records from a file based on specific selection criteria. 


c= Please continue with Lesson 5. = r= | 
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Introduction | 83 


First Steps ea 
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Lesson 5 introduces the selection capabilities of introduction 
Cornerstone. This lesson show you how to select subsets of 
records within a file and prepares you for creating reports in 
the next lesson. After completing this lesson, you will know 
reer how to 
O Restore a saved selection criteria form and use it to 
display a subset of the records in a file 


O Create selection criteria to select a subset of records 


O Save selection criteria for later use 
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First Steps Follow the steps to complete the computer-based lesson. 


PEER ah rc anita tie eorsqena Kok oli a'nidltigy shooter: 
Turn on your computer and boot DOS. This should cause 

the DOS prompt ( A) ) on a two-diskette computer or ( C) ) 
on a hard-disk computer to appear. 

Step 2 


Hard-disk: Change your current directory to the 
Cornerstone directory (if necessary) with the DOS 
command: CD \.CORNER 


Two-diskette: Insert Beginner’s Guide 1 Copy diskette 
into drive A. 


Step 3 
Enter the DOS command: LESSON 5 


In several seconds the computer-based main menu screen 
will appear. 
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= Step 4 


To start the lesson, press 5 and follow the instructions that 
appear on the screen. 


c= When you have completed Lesson 5, continue with 


Lesson 6. = | 


__ LESSON 


“oe Ce 


eee a a 


88 Using Selection Criteria 


SS 


Introduction 


Selection 
Criteria 


Editing a | 
Selection Form = 


Summary 107 


veda ea aa aaa 


Using Selection Criteria 


In Lesson 5 you saw how to use a selection form to selecta | Introduction 
working set of records from a file. Within the selection form | 
you learned various ways to specify criteria. 


In this lesson you'll learn more about how to select records 
using Cornerstone. When you’ve completed this lesson, 
you ll know how to 


O Develop selection criteria to define a desired working 
set using wildcards, ranges, and multiple criteria 


O Save selection criteria and use previously-saved 
selection criteria 


The Working Set 

You’ve been using View mode to display the records in a file. 
You've learned to display only the attributes you are 
interested in. In Lesson 5, you saw that you can also restrict 
the display to just a subset, the working set, of the records 
in a file. 


You can use View and Select modes to select exactly the 
records you need and then print a report containing just 
those records. 
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Selection In this lesson, you will define selection criteria for the Order 
Criteria | file. To begin, start Cornerstone, and once you are in Initial 
mode, 


[J Enter the command: VIEW ORDER. 


The Order file appears. Only the Order Number and Name 
attributes are displayed. This is the default View mode 
display for the Order file. To see the attributes you'll be 
working with in this lesson, 


[J Enter the command: 
COLUMN /ORDER _NO/NAME/DISCOUNT/ TERMS 
TOTAL_AFTER_—DISCOUNT. 


Cornerstone displays the specified attributes. 


Creating Selection Criteria 

Suppose you are.asked to review all orders whose Terms are 
COD. You’ve been asked to evaluate the orders and 
determine whether or not Omnifex is too strict on payment 
terms. How would you begin? 


First you might want to limit your display to only those 
orders with COD terms. To do this, enter the command 


[.] SELECT BY-FORM. 
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Your display should look like the following screen. 
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[_.} Use the (NEXT) key (Tab) to move the cursor 
to the Terms field. 


LJ Type: COD 
[J Press (ENTER). 


When you press (ENTER), Cornerstone gives you an 
opportunity to enter another value for Jeryms. Suppose you 
decide to include all orders with terms of NET30 in your 
working set for comparison. 


_J Type: NET30 


[J Press (ENTER). 


Cornerstone will now leet all records with terms of 
COD or NET30. 


Cornerstone givés you a chance to enter still another value. 
(J Press (ENTER) again to move the cursor to the next field. 
‘To see what records you've selected so far, 


[J] Press (DONE) (F9) to leave Edit mode and return to Select 
mode. 


[J Press (DONE) (F9) again to return to View mode. 
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Your display should look like the screen below. Only orders 
with terms of either COD or NET30 are displayed. 
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Modifying a Selection Form 

Suppose after reviewing the working set, you decide that 
you don't really need the orders with NET30 terms after all. 
‘To remove those records from the working set, 


[J Enter the command SELECT BY-FORM to return 
to Select mode. 


Since you have already entered information in a selection 
form, Cornerstone does not automatically put you into Edit 
mode. But EDIT is the default command, so 


[.] Press (ENTER) to issue the EDIT command. 
You can now edit the selection criteria. 
[.J] Use (NEXT) (Tab) to move the cursor to the Terms field. 


[J Press (ENTER). 
(Do not use (NEXT) (Tab) here.) 


Pressing (ENTER) moves the cursor to the second criterion, 
NET30. 


[.J Press CTRL-K (or press (SPACE) repeatedly) to delete the 
value NET30. 


[J Press (DONE) (F9) twice to return to View mode. | 
Only the COD orders are now listed. 


As you look at the list, you notice that some of the orders are 
very small and some are fairly large. You decide to look at 
those orders that are greater than $1000. 
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Selection by Flagging 
One way to select these records is to flag them. 


[.} Use the (NEXT) (Tab) and (PREVIOUS) (Shift-Tab) keys to 
move the record cursor to each of the orders with a total 
after discount of more than $1000, and flag each record 
with the (FLAG/UNFLAG) key (F7). 


[_} Then enter the command: SELECT FLAGGED. 


Only those orders that are greater than $1000 are now 
displayed. After looking at these orders, you decide to look 
at the orders with values less than $1000. To return to the 
original selection criteria, enter the command 


[_] SELECT with no modifiers. 


The SELECT command with no modifiers tells Cornerstone 
to reselect records using the current selection criteria. 


Cornerstone once again displays all the COD orders, but the 
five orders over $1000 are no longer flagged. Flag each of 
the five orders over $1000 again. Enter the command 


[.] SELECT UNFLAGGED. 


This lists all of the orders with a total after discount of less 
than $1000. 


- You could have used the selection form to specify a range for 
the total after discount as you saw in Lesson 5. But when a 
small number of records is involved, using the flagging 
capabilities of Cornerstone may be faster and more 
convenient. 
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Multiple Selection Criteria 

Next, look at all orders that have Jeryms of COD and also 
have a Discount of .05 or less. Return to the selection form 
to add the new criterion. Enter the command 


[.] SELECT BY-FORM. 
[.} Press (ENTER) to edit the selection form. 


[_.} Use the (NEXT) key (Tab) to move the cursor to the 
Discount field. 


‘To review how to enter a value that indicates 5% or less, 
[J Press (OPTIONS) (F5). 

Now enter the criterion in the form. 
LJ Type:... 05 
J Press (ENTER). 
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[_] Press (DONE) (F9). i 
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Your selection form should look like the screen below. 


(J Press (DONE) (F9) again to return to View mode. 
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Viewing a Related File 

When you return to View mode, you see that you now have 
six orders in your working set from four different customers. 
Let’s find out more about those four customers. Without 
leaving View Mode, 


[_J Enter the command: VIEW CUSTOMER. 


Instead of immediately displaying the Customer file, 
Cornerstone asks whether you want to view all the 
Customer records, or only those related to Order records 
currently in the working set. 


[_} Select ONLY-RELATED-RECORDS. 


You now have a choice of which related records to include in 
the working set. To display information about all customers 
related to the current working set, 


[J Select ALL. 


[J Press (ENTER). 


Cornerstone displays the four customers that have orders 
with COD terms and a discount of 5% or less. To display 
more information about each of these customers, 


[J Enter the command: 
COLUMN NAME TERMS DISCOUNT 
NUMBER_OF_ORDERS TOTAL_ PURCHASES. 
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From the resulting display, you can see that three of the 
customers do not normally have COD terms. In addition, all 
three have made several orders recently and have purchased 
fairly large amounts from Omnifex. So you decide to change 
the terms in their orders to NET30. 


(} Press (DONE) (F9) to return to the listing of the Order 
records. 


_} Press (FLAG) (F7) to flag the Medford Motor Service 
order, since it is the only order you don’t want to change. 


Enter the command: UPDATE UNFLAGGED. 


Now update the Terms field in the first record of the 


I 
_] Press (ENTER) to enter Edit mode. 
a 
working set. 

_d 


When you have changed the Terms field to NET30, press 
(DONE) (F9) to return to Update mode. 


Press (NEXT) (Tab) to display the next record. 


Edit each of the unflagged records in the same way. 


When you have edited all the records in the update set and 
you press (NEXT), Cornerstone displays a message indicating 
that you’ve reached the end of the update set. | 
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You are already on the LAST RECORD in the update set. 


UPDATE CURRENT-RECORD 
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[J Press (DONE) (F9). 


You are now in View mode, where you can confirm that you 
have successfully updated the records. 
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Saving Selection Criteria 
To save the current selection criteria, 


i iaW 


[_j} Enter the command: SAVE SELECTION-CRITERIA. 


Cornerstone prompts you to enter a name for the selection 
criteria. 


Cj) Type: TERMS_DIS 


_] Press (ENTER). 
You have saved the current selection criteria for later use. 


Using a Saved Selection Criteria 3 
To use a previously saved set of selection criteria, 


[.j] Enter the command: USE SELECTION-CRITERIA. 


The menu displays the names of all previously saved 
selection criteria for the Order file. TERMS_ DIS appears in 
the list. One of the selection criteria provided with the 
Sample Database is B_CUST. 


[_j Select B_CUST. 


_]} Press (ENTER). 
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Your display should look like the screen below. 


VIEW ORDER 4 Records 


This selection criteria form selects a working set consisting 
of all of the orders placed by customers whose names begin 
with the letter B. To display the selection criteria form itself, 


[.J] Enter the command: SELECT BY-FORM. 
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You can use selection forms to select records based on many | Editing a 
complex criteria. Here are a few of Cornerstone’s selection | Selection Form 
capabilities. Your Cornerstone Owner's Handbook tells you 
more about these capabilities. 


Wildcards 
Your display should look like the screen below. You will use 
this selection criteria form for the remainder of this lesson. 
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Cornerstone uses the asterisk (*) as a wildcard character. 

Look at the Name field (B*). The asterisk stands for any 

characters. Case is ignored for letters. The examples below 
_ show some common uses of the asterisk in selections. 


Criteria Description 
B* Any value beginning with the letter B (boy, 
bottle, bargain, battleship) 
BA* Any value beginning with the letters BA 
(bargain, battleship, ball) 
KA Any value ending with the letter A pate 


alpha, omega, ha) 


“B* . Any value containing the letter B in any 
position (boy, about, babble, crab) 


B*A Any value beginning with the letter B and 
ending with the letter A (banana, 
barracuda, beta) 


: Any value except an empty field (this works 
for any data type, not just strings) 
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Ranges — 

In Lesson 5, you learned how to specify ranges. 

Range Description 

1000... All values greater than or equal to 1000 
.» 1999 All values less than or equal to 1999 


1500... 1899 All values greater than or equal to 1500 and 
less than or equal to 1899 


A... All values beginning with A or any letter 
after A : 
.M All values beginning with M or any letter 
preceding M : 
C5) All values beginning with one of the letters 


Wak a) ut at a 


C.D, BE GH, 4:08] 


The examples of wildcards and ranges that you’ve seen here 
just scratch the surface of the selection power ot 
Cornerstone. When you get the opportunity, read in your 
Owner's Handbook about selection and practice some of the 
many options Cornerstone provides. 
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Combining Criteria 

Cornerstone gives you the capability to enter more than one 
value in each field in a selection form. When you enter more 
than one value in a field, records are selected if any of the 
conditions is true. When COD and NET30 were both 
entered in the 7erms field, Cornerstone selected all orders 
that were either COD or NET30. 


You also saw that when you specified conditions for two or 
more different fields, a record was selected only when both 
conditions were met. Specifying COD for Terms and .05 for 
Discount selected only those records that had terms of COD 
and a discount of five percent or less. 


Exiting from the System 
To end this lesson, exit from Cornerstone. 


[_.] Press (DONE) (F9) to return to View mode. 
[_} Enter the command: ALL-DONE. 


[_jJ Enter the command: EXIT. 
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In this lesson, you learned about some of the selection Summary 
capabilities of Cornerstone. You learned how to fill out a 

selection form to select specific records from a Cornerstone 

file. You learned how to use wildcards and ranges, and 

create multiple criteria in a single form. You also learned to 

save selection criteria and use saved selection criteria. 
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In Lesson 7, you'll see how to create a usable and readable 
report from your working set in View mode. 


c= Please continue with Lesson 7 = | =| 
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This lesson shows you the flexible reporting capabilities in Introduction 
Cornerstone, including sorting the records in a file, and 

adding totals and subtotals. After completing this lesson, 
you will know how to | 


O Construct a readable report including totals 
and subtotals 


O Save report formats and use previously-saved 
report formats 
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First Steps Follow the steps to complete the computer-based lesson. 


Step 1 

Turn on your computer and boot DOS. This should cause 
the DOS prompt ( A) ) on a two-diskette computer or ( C) ) 
on a hard-disk computer to appear. 

Step 2 


Hard-disk: Change your current directory to the 
Cornerstone directory (if necessary) with the DOS 
command: CD \ CORNER 


Two-diskette: Insert Beginner’s Guide 2 Copy diskette 
into drive A. 


Step 3 
Enter the DOS command: LESSON 7 


In several seconds the computer-based main menu screen 
will appear. 
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Step 4 


To start the lesson, press 7 and follow the instructions that 
appear on the screen. 


r= When you have completed Lesson 7, continue with 
Lesson 8. = 
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J In Lesson 7 you saw how to modify the View mode display to | Introduction 
create a report containing subtotals and totals. The lesson | 

illustrated only some of Cornerstone’s powerful formatting 
capabilities. 7 
In this lesson, you'll re-create the report you saw in 
Lesson 7 and customize it further. When you've completed 
the lesson, you'll know how to 

O Sort records in View mode 

O Design a report including headings, totals, and 

subtotals ; 
O Save your report format 


O Print a-report 
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Sorting Records 


In View mode, you frequently want to display the records in 
a Sequence other than the order in which you entered the 
records. To sort your records alphabetically by name, first 


[.} Enter View mode with the Order file: VIEW ORDER. 


[J Enter the command: 
COLUMN ORDER_NO NAME DISCOUNT 
TOTAL_AFTER_ DISCOUNT. 


The records are now displayed in the sequence in which they 
were entered. ‘To see the records in alphabetical order by 
customer, 


[J Enter the command: SORT NAME ASCENDING. 


Suppose instead you wanted to list the orders by total 
amount, with the largest orders first. 


(Jj Enter the command: _ 
SORT TOTAL_AFTER—DISCOUNT DESCENDING. 


Now suppose you decide to view the orders based on the 
discount percentage given. You want to see the largest 
discounts first. 


[_jJ Enter the command: SORT DISCOUNT DESCENDING. 
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Looking over this sorted report, you notice that a lot of 
orders have the same discount. To see the orders within 
each discount percentage in alphabetical order, a sort within 
a sort, 


[_.} Enter the command: 
_ SORT DISCOUNT DESCENDING NAME ASCENDING. 


Cornerstone provides very flexible sorting capabilities. You 
might want to practice some of your own sorts on this file 
before continuing. When you are ready to continue, return 
to Initial mode. | 


[.} Enter the command: ALL-DONE. 


Using Reports 


120 — Using Reports 


Designing You can easily construct and print a Cornerstone report. 

Reports With Cornerstone, you design your report on the screen, 
formatting each part of the report exactly as you want it to 
appear. You can include totals, subtotals, and other 
calculated values in your report. When you are satisfied with 
the way your report appears, you can print it out. You can 
then save the report format to use again later, perhaps with 
different data. 


In this lesson, you'll start with the default format for View 
mode, re-create the report you saw in Lesson 7, add some 
additional information to it, print the report, and save the 
final format for later use. 


Adding Subtotals and Totals 
Adding totals and subtotals to the report is easy. To add 
subtotals for each customer, 


LJ VIEW ORDER. 


[J Enter the command: 
COLUMN ORDER_NO NAME DISCOUNT 
TOTAL_AFTER_DISCOUNT. 


Select REPORT. 


Select SUBTOTAL. 


fe Be 2 


Press (OPTIONS) (F5) to see the different aggregate | 
operators that you can specify for the subtotals. 


[_} Select COUNT to include the total number of orders for 
each customer. 


[_J] Select SUM to include the total amount of the orders. 


The command line to this point is: 
REPORT SUBTOTAL COUNT SUM. 
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The menu window now contains a list of attributes that can 
be summed. 


iki 
\ 


7 
i 


J Select TOTAL_AFTER_DISCOUNT. 


Cornerstone now prompts you to select another aggregate 
function. 


[.j Press (ENTER), since you don’t want to include any 
further functions. 


Cornerstone next asks you to select the attribute you want 
to group the subtotals by. 


[_} Select NAME. 
(.} Press (ENTER). 


Cornerstone recognizes that the report is not sorted by the 
Name attribute and asks if you want to sort the records. 


[_.j Select YES. 


ascending or descending order. 
.} Select ASCENDING (the default). 
_} Press (ENTER). 


(If you pressed (ENTER) instead of (SPACE) when selecting 
yES, Cornerstone automatically selected the ASCENDING 
sequence and executed the command. ) 
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Cornerstone sorts the records and displays the subtotals. 
Use Cornerstone’s command keys to move around the 
report and see that a subtotal follows each group of records 
for a single customer. 


To add totals to the report, 


[J Enter the command: F 
REPORT TOTAL COUNT SUM TOTAL_AFTER_DISCOUNT. 


The record cursor is on the total at the end of the report, 
and the preceding report element is the subtotal for the last 
customer in the report. The totals show the total number of 
orders in the file and the total value of those orders after 
discounts. 


The totals in this report include the same aggregate 
functions as the subtotals. The two need not be identical. To 
see this, | 


[J Enter the command: 
REPORT TOTAL COUNT SUM TOTAL__AFTER_ DISCOUNT 
AVERAGE TOTAL_AFTER_— DISCOUNT. 


The totals now contain the average amount for all of the 
orders in the report, but the subtotals have no 
corresponding item. 
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Saving the Report Format 


Now, save the report format you just created, giving it a 


descriptive name. 


[.} SAVE FORMAT BY_CUSTOMER. 


You have saved the format and can recall it any time 


you wish. 


Hiding Records 
Suppose you're only interested in the subtotal and total 
information, and don’t care to see the records themselves. 


(]} Enter the command: REPORT HIDE RECORDS. 


Cornerstone now displays only the subtotals and totals for 
the report. You can review the subtotals for each customer 
without being distracted by all of the detailed order 
information. Although you have suppressed their display, the 
records are still in the working set. 


If you are only interested in the final totals for all of the 
records, 

[_j Enter the command: REPORT HIDE SUBTOTALS. 
All that’s left in the report is the total. To redisplay the 


subtotals and records, 


[J Enter the commands: 
REPORT SHOW RECORDS 
REPORT SHOW SUBTOTALS. 


The report once again includes the order records and 
subtotals. 
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Printing the 
Report 


Now that you have customized the report format, you can 
print the report. In this Beginner’s Guide, you will use the 
Cornerstone printer default settings. Later, you can set 


| your own. ‘To print the report, 


[_] Select the command PRINT and press (ENTER). 


After Cornerstone prints the report, exit from Cornerstone. 


[_J Press (DONE) (F9). 


[_.J Enter the command: EXIT. 


is | ae bh MAG | 4 GG GG Cd, CU 


Using Reports 


In this lesson, you learned how to design reports including Summary 
totals and subtotals, and you saw some of Cornerstone’s 3 
powerful formatting capabilities. You also learned how to 

sort records in View mode and how to print reports. 


So far, you’ve been working with the files and records in the 
Sample Database. In Lesson 9, you'll see how to define, or 
build, files and attributes. 


c= Please continue with Lesson 9. =1 sels) 
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This lesson shows you how to define files and attributes. It Introduction 
shows you how to set up a relationship between two files and 

then define attributes that use the relationship. After 

completing this lesson, you will know how to 


a 


O Define a new database file 


O Define a string or number attribute using the short or 
long form ; 
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First Steps Follow the steps to complete the computer-based lesson. 
Step 1 


Turn on your computer and boot DOS. This should cause 
the DOS prompt ( A) ) on a two-diskette computer or ( C) ) 
on a hard-disk computer to appear. 

Step 2 


Hard-disk: Change your current directory to the 
Cornerstone directory (if necessary) with the DOS 
command: CD \.CORNER 


Two-diskette: Insert Beginner's Guide 2 Copy diskette 
into drive A. 


Step 3 
Enter the DOS command: LESSON 9 


In several seconds the computer-based main menu screen 
will appear. 
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Step 4 


To start the lesson, press 9 and follow the instructions that 
appear on the screen. 


c= When you have completed Lesson 9, continue with =] 
Lesson 10. = 


ee ee ee 


iwi ae aaa aaa 


134 Defining Files 


Introduction 135 


Defining 

Attributes 136 

Printing 

Database 

Definitions 151 
Client Tracking 

System 155 _ 


Summary 156 


eG eb LL A A A 


| 
) 
1 


ee eee eee eee 


Defining Files 


You'll begin this final lesson by defining some new attributes | Introduction 
for the Order file and adding them to the report format you 

developed in Lesson 8. Then you'll print out and review the 

definitions of the files and attributes in the Sample 

Database. Finally, you'll review the pre-designed Client 

Tracking system supplied with Cornerstone. 


135 


136 _ Defining Files 


a 


Defining In Lesson 9, you saw how to define files and attributes in 
Attributes Cornerstone. You also saw that you can redefine attributes 
when necessary. 


You also can modify existing files. You are going to add some 
attributes to the Order file to include sales taxes. 


Adding Attributes to Existing Files , 

‘To include the tax, you need to create a new attribute in the 
file in which to enter the tax rate for each order. This tax 
rate may vary depending on the state where the order is 
placed, along with other factors. If you have not already done 
so, start Cornerstone and 


[_J Enter the command: DEFINE. 
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Cornerstone enters the Top level of Define mode. Your 
display looks like the screen below. 
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The data area contains an alphabetical list of all the files in 
the database. The first file in the list is highlighted. You can | 
highlight any file in the list using the (NExT) (Tab), (PREVIOUS) 
(Shift-Tab), (First) (Home), and (Last) (End) keys. 


[J Make sure that ORDER is highlighted, since you are © 
going to be adding an attribute to the Order file. 


(J Select REDEFINE-FILE from the menu. 
Cornerstone requests the name of the file to redefine. 


You can select the file name from the menu as usual, or you 
can select the file highlighted in the data area by simply 
pressing (ENTER). 


[.} Press (ENTER). 


You are now at the File level of Define mode and the data 
area shows a list of the attributes that make up the Order 
file. To add an attribute, 


[.] Select DEFINE-NEW-ATTRIBUTE. 
LJ Select LONG-FORM. 


[.} Press (ENTER) to execute the command. 
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Cornerstone enters Edit mode and displays a form 
containing the name, description, and type of attribute. 


[.} Name the attribute by typing: Tax Rate 
[.} Provide a description of your choice. 


[.} Enter NUMBER for the Type. 


When you press (ENTER) after entering the Type, 
Cornerstone displays the rest of the attribute definition 
ferm. You can now change any of the values in the form 
based on your requirements for the new attribute. (If you did 

not choose LONG-FORM when you issued the DEFINE-NEW- 
ATTRIBUTE command, issue the REDEFINE-ATTRIBUTE 
command now to get the long form. ) 


You need not enter a value in every field of the long form. 
Cornerstone provides default values for most fields. 


For example, the default display width determines how the 
attribute will be displayed in forms and reports. In this 
example, the tax rates you must accommodate range from 0 
to 1.0. 


[.} Change the default display width to 4. 


This allows for the display of three digits and the decimal 
point. 
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_.j Specify 2 for the number of post-decimal digits. 


There is no reason to display commas or a dollar sign, there 
will be no negative values, and scientific notation won’t be 
needed. 


[_.} Leave the next five entries in the form as they are. 


[Jj The Minimum value allowed should be 0.00, and the 
Maximum value allowed should be 1.00. 


[.} Allow only one value per order. Leave the 
Maximum number of values at 1. 


Tax rates are certainly not unique. 


[J Leave Unique values? at No. 


You probably will not be sorting or selecting on tax rates. 


[_.} Leave Indexed? at No. 


A tax rate is required for each order. 
[J Make the attribute mandatory. 
[J Leave the attribute changeable. 
[_J Leave the Restrict values to file field blank. 
[_J Assign an Initial value of 0 to the attribute. 


[.} Press (FIRST) (Home) to return to the top of the form. 


Your display should look like the following screen. (If you 
pressed (ENTER) when the last field was highlighted, 
Cornerstone returned to Define mode. If this happened, 
select REDEFINE-ATTRIBUTE TAX_RATE and press (ENTER) to 
return to Edit mode and the Zax Rate attribute definition. ) 
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_ [J Press (DONE) (F9) to return to Define mode. 


The Tax Rate attribute now appears in the file and is 
highlighted in the data area. 


You've now defined a new, mandatory attribute in the Order 
file. Remember, however, that all of the orders that already 
exist do not have a tax rate in them. If you want to make sure 
that all orders have a tax rate specified, you'll have to update 
all of the existing order records and add the tax rate. 
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Defining Derived Attributes 

You have now included a tax rate in the Order record. With 
this tax rate, you can calculate the tax on the order and the 
total amount to be paid. The order currently determines the 
Total After Discount, which is the amount you bill the 
customer, excluding taxes. You need to add two additional 
attributes to the file: Jax and Total Bill. The values of these 
attributes will be derived from other attributes in the 
database, according to the formulas 


0 Tax = Tax_Rate* Total_After_ Discount 
0 Total_Bill = Total_After_Discount + Tax — 


To add the Zax attribute, 


(J Enter the command: 
DEFINE-NEW-ATTRIBUTE SHORT-FORM. 


Complete the form with 


(.J Attribute name: TAX 
Description: The sales tax applied to this order. 
Type: DERIVED 
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Once you indicate that this is a derived attribute and press 
(ENTER) or (DONE), Cornerstone extends the form to ask for 
the derivation of the attribute. Enter the following: 


_} Derivation: TAX_RATE * TOTAL_AFTER_DISCOUNT 


A] 


(} Press (ENTER). 


{ 


Press (ENTER) to define the attribute and return to File level. 
To add the Total Bull attribute, 


[.} Enter the command: 
DEFINE-NEW-ATTRIBUTE LONG-FORM. 


Complete the form with 


_} Name: TOTAL_BILL 
Description: The total amount billed for this order. 
Type: DERIVED 
Derivation: TOTAL_AFTER_DISCOUNT + TAX 


_.} Press (ENTER) to display the remainder of the long form. 
(LJ Specify a dollar sign display. 
(Jj Press (DONE) (F9). 
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You've now added three new attributes to the Order file: 
Tax Rate, Tax and Total Bill. When you add new orders, you 
will only have to enter data for the Tax Rate. Cornerstone 
will compute the Zax and Total Bill for you. 


Now return to Initial mode. 


[_J Enter the command: ALL-DONE 


Adding New Attributes to Reports 
Now let’s see how the new attributes you've added affect the 
reports. 


Enter the command: VIEW ORDER. 


When the default View format comes up, 


_} Enter the command: USE FORMAT FINE. 


FINE is a format designed to display orders in an attractive 
format. 


The first record displayed is the record for Newton Auto 
Rentals. As you review the record, you realize that the new 
attributes that you defined are not included in the format. If 
you want them to appear you will have to add fields for 
them. 
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[.} Enter the command: REPORT FORMAT RECORDS. 


Cornerstone displays the report using the FINE format. ‘To 
add Tax Rate to the form, 


[Jj Use the arrow keys to move the cursor two characters 
past the end of the Discount field. (The status line should 
show that you are at line 9, column 51.) 


(J Press (COMMAND) (F3). 
This tells Cornerstone that you want to issue a command. 
[.} Enter the command: INSERT FIELD TAX_RATE. 


Cornerstone prompts you to move the cursor to the desired 
location. Since the cursor is already positioned, 


J Press (ENTER). 
The Tax Rate field appears in the form. 


To add the Tax and Total Bill fields, you have to add four 
lines at the end of the form. 
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Press (LAST) (End) to move the cursor to the Price After 
Discount field. 


Press (SCROLL-FORWARD) (Ctrl-PgDn) five times to 
position the cursor near the center of the display. 


Press (COMMAND) (F3). 


Enter the command: INSERT LINES AFTER. 
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Press the (ARROW-DOWN) key three times. 


[.} Press (ENTER) to insert the four lines in the form. 


To insert the Zax field, 


|.) Move the cursor two lines directly under the u in 
Discount (column 60). 


Jj Press (COMMAND) (F3). 
[_J] Enter the command: INSERT FIELD TAX. 


[.} Press (ENTER) to insert the field at the cursor. 
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The length of the field is shorter than the length of the Price 
After Discount field. The format would look better if they 
were the same length. With the cursor on the Tax field, 


[) Press (COMMAND) (F3). 
(j Enter the command: ADJUST-WIDTH. 


Cornerstone highlights the value portion of the field and you 
can extend its length to match the Price After Discount field. 


(j Press the (ARROW-RIGHT) key twice. 
(.} Press (ENTER). 


Now add the Total Bill field in the same aqamer 


a 


(.} Move the cursor down two lines and directly under the r 
in After (column 53). 


[.} Press (COMMAND) (F3). 
[.} Enter the command: INSERT FIELD TOTAL_BILL. 
[J Press (ENTER) to insert the field at the cursor. 


(_} Adjust the width of the field with the ADJUST-WIDTH 
command. 
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Your form should now look like the screen below. 


(J Press (DONE) to return to View mode. 


Looking at the records, you can see that no tax rate appears 
and that the tax has not been calculated. Remember, — 


Defining Files 


To verify that the attribute definitions are working properly, 


(j Press (FIRST) (Home) to move the cursor to the first 
record in the file. 


~— [J Enter the command: UPDATE CURRENT-RECORD. 

—— Cornerstone displays the detailed format of the Order 
record. 

— 

—n (] Press (ENTER) to edit the record. 

—nl [.} Move the cursor to the Tax Rate field and,enter a tax rate 


of .06. 


_j} Press (DONE) twice to return to View mode. 


Looking at the order from Newton Auto Rentals, you can 
a see that the attributes were indeed defined correctly. The 
ma order form should look like the following screen. 
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You can add new attributes to Cornerstone files with a 
minimum of effort. You can then easily change formats to 
accommodate new attributes. These features let you start 
with a fairly simple database, and add to it without having to 
perform major conversions. 


("> | c= To make the construction of your own databases easier, 
consult “Planning Your Database” in Owner's Handbook I 
before defining your own database. = 
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In this guide, you’ve been using and modifying the Sample Printing 
Database supplied with Cornerstone. Now that you have an | Database 
understanding of Cornerstone and how it works, print the Definitions 
definitions of the files in the Sample Database and the 

attributes in each of the files. 


Printing File Definitions 
To print database definitions in Define mode, 


[.} Select ALL-DONE and press (ENTER) to return 
to Initial mode. 


(.] Select DEFINE and press (ENTER) to enter Define mode. 


_} Select PRINT from the menu. 


Cornerstone asks if you want to print the definition of a 
specific file, or all of the files in the database. 


[J Select ALL. 


Next, Cornerstone asks if you want to print the definition or 
write it to a disk file. 


[.} Select PRINTER and execute the command. 
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Cornerstone will print the definition of the three files in the 
Sample Database. The file definition listing for the Customer 
file appears below. 


FILE: CUSTOMER 


The customer information file. 


ATTRIBUTE TYPE CARD 

NAME STRING 1 = ORDER.NAME 

STREET STRING 1 

CITY STRING 1 

STATE STRING 1 

ZIP STRING 1 <"00000-0000"> 

AREA __ CODE STRING 1 

PHONE STRING 1 

EXT STRING 1 

CONTACTS _ STRING MV 

TERMS ENUMERATED 1 = NET30° = 

DISCOUNT ‘NUMBER te. eS 

NOTES STRING MV 
TOTAL ___ PURCHASES DERIVED 1 SUM (ORDER . TOTAL __ AFTER __DISCOUNT) 
NUMBER__OF__ORDERS DERIVED 1 COUNT (ORDER) 


TOTAL__UNITS DERIVED 1 SUM (ORDER .TOTAL_OTY) 
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To print the detailed attribute definitions for a file, you have 
to enter the REDEFINE-FILE command at the Top level of 
Define mode. 


[J Enter the command: 
REDEFINE-FILE CUSTOMER ATTRIBUTES-ONLY. 


[.] Select PRINT from the menu. 


Cornerstone now asks if you want to print the definitions of 
all the attributes, or a single attribute. 


LJ Select ALL. 


[.J Select PRINTER and execute the command. 


Cornerstone prints the definition of all the attributes in the 
Customer file. The attribute definitions of the Name and 
Discount fields appear below. 
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Name: NAME 

Description: The customer's name. This is the key attribute used to identify a 
customer. The NAME attribute is mandatory and must have unique 
values. This means that every customer must have a name and no 
two customers can have the same name. 

Type: STRING 

Default display width: 35 

Maximum length: 255 

Maximum number of values: 1 

Unique values?: Yes 

Indexed?: Yes 

Mandatory?: Yes 

Changeable?: Yes 

Restrict values to file: 

Initial value: 

Maintained?: No 


Name: DISCOUNT 


Description: The customer's standard order discount. Discount is a percentage 
that must be between 0 and 1. Its initial value is zero whenever a 
new customer is added to the customer file. The discount is copied 
to the order form whenever you enter a new order. 


Type: NUMBER 

Default display width: 8 

Number of post-decimal digits: 3 

Display commas?: No 

Display dollar sign?: No 

Display negative numbers using parentheses?: No 
Display zero for numbers less than one?: No (e.g., .123) 
Use scientific notation?: Never 

Minimum number value: 0.00 

Maximum number value: 1.00 

Maximum number of values: 1 

Unique values?: No 

Indexed?: No 

Mandatory?: No 

Changeable?: Yes 

Restrict values to file: 

Initial value: 0 

Maintained?: No 
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The Client Tracking system is another database supplied Client Tracking 
with Cornerstone, which you can use to monitor ongoing System 

contacts with customers, clients, patients, suppliers, or any 

other group of people or organizations. You can 


O Generate mailing labels 


O Keep a phone directory of friends and business 
contacts 


1 Remind yourself whom to contact next 
C1 List upcoming birthdays and anniversaries 


O Keep detailed histories of contacts with client 
organizations | 


Your Owner’s Handbook IT contains an overview of how to 
use this application, a detailed description of the files, and 
suggestions for changes you might make to tailor the Client 
Tracking system to your own needs. 


This application 
O Provides you with a usable and useful tool 
O Serves as an example of a Cornerstone application 


O Provides you with a general template that you can 
tailor further to meet your particular needs 


You can use the Client Tracking system to practice the skills 

you have learned in this guide. Try new commands and 

techniques. Cornerstone will provide warnings to steer you 

away from potential problems. You will then be able to build 

your own database as you become familiar with 
Cornerstone. 
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Summary In this lesson, you learned how to define your own 
attributes. You added some new attributes to the Order file 
and incorporated them into an existing report format. You 
then printed the file and attribute definitions in the Sample 
Database. 


In this guide, you’ve learned about many of the features of 
Cornerstone. The guide does not cover all of the features of 
the system. Please consult your Cornerstone Owner's 
Handbook freely as you begin to use the Cornerstone 
system. You'll find it provides valuable assistance as you 
develop your databases. 


We at Infocom hope you enjoy all of the benefits of 
Cornerstone. Good luck. 
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